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Section 1: Logging Into CM/ECF
This procedure explains how to access the CM-ECF system.
Access the CM-ECF application through our court Web site.

https://lecf-train.finb.uscourts.gov/cgi-bin/login.pl

The ECF/PACER LOG IN SCREEN displays

A starter Database Area - login - Microsoft Internet Explorer provided by AT&T Wol
J File Edit View Favorites Tools Help

EF

“Back v = ~ @ [ &t Dsearch EFavorites @Meda 3| By SR ~ E 9

Address Iél hittps:/fecf-train.finb. uscourts . gov fegi-binflogin.pl j &G0

Links CIPersonal Toobar Folder €IFLNB €1ABI €]3-Net ElWelcome to the United States Barkruptey Court  @Electronic Fiings Page =
C

ECF/PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and
subject to prosecution under Title 18 of the U.S. Code. All activities and access atternpts are logged

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need filing
capabilities, enter your PACER login and passward. If you do not have a PACER login, contact the
PACER Service Center to establish an account. You may register online at

http:#fpacer psc.uscourts gov or call the PACER Serice Center at (800) 676-6856 or (210) 301-5440

An access fee of §.07 per page, as approved by the Judicial Conference of the United States at its
September 1298 session, will be assessed for access to this service. All inguiries will be charged to
your PACER login that iz kept on file. If you do not need filing capabilities, enter your PACER login and
password. The Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be up to thirty two alphanumeric characters long.

Authentication

Login: |
Pasgword:

client code |

Lagin Clear

CMECE has been tesied and works correctly with Neiscape 4.6x, Netscape 4.7z and Internet Explorer 5.0,

=
Done
Astart| | &0 & B > 7| @w | S |22 [[E1s... Bla.. |100% & £ BEAN ST HOED 12200

° Click in the Login field and key your ECF login.
NOTE: Your ECF login is different than your WEB-PACER login!
° Click in the Password field and key your password.

° Click on the Login button to continue.




The ECF MAIN MENU screen displays.

EIET=]
J File Edit Wiew Favorites Tooks Help E
J “Back v = v @ at | Qsearch EHFavorites DMedia &3 ‘ By~ & v =

JAddress I’dﬂ https:/fecf-train finb Uscourts. gov/cgi-binflogin. pl7639924743421342-L_916_0-1 j &Go
JLinkS ClPerzonal Toobar Folder €IFLNB €1ABI €13Met Elwelcame to the United States Bankruptcy Colrt ElBlectronic Fiings Page =

EE F Bankruptcy . Adversary . Query » Reports . Uutilities . Logout

U.S. Bankruptcy Court
Northern District of Florida

Official Court Flectronic Document Filing System

This message is contained in the file OperationNotice.htm.
You may use this file to alert users to cmrent CMV/ECT operational issues. —

This facility is for Official Court Business enly. Activiiy te and from this site is logged, Document filings on this system are subject to Federal Rule of
Civil Procedure 11 and Federal Rule of Bankrupicy Procedure 9011, Evidence of unauthorized or criminal activity will be forwarded to the
appropriaie law enforcement afficials under 18USC152 and 3571,

[Welcome to the U.S. Bankruptcy Court for the Northern District of Florida Electronic Document Filing System. This service is for attorneys and firms
[participating in the electronic filing system. &

Cione

start||| @ @ BE > *|| @wiia... | Seny . | Bzany.. | #lsate. | [100% b-& S BELNS S EOEOS 1225

. Clicking on the hypertext links will allow you to use the features of CM/ECF

. When you are finished working in CM/ECF, you should log out of the
database.

. Click on the LOGOUT button on the right side of the Main Menu blue bar.

. Close the browser window if you no longer need to use it.

NOTE: Closing the browser window without pressing LOGOUT closes the browser
window, but does not log you out of CM/ECF. You should log out when you are not
using the application for significant lengths of time, e.g., lunch breaks, meetings, end of
day, etc. When you log out properly, you free up resources for other users who are
working




Section 2: Converting Documents to PDF

This procedure explains the basics of how you can convert a document in WordPerfect
(.wpd) or Microsoft Word (.doc) format to Portable Document Format (.pdf)°.

Conversion of any word processing document to a PDF is required before submission to
the court’s electronic case filing system (CM-ECF).

STEP 1 Open the document to be converted.

STEP 2 Click on File in the toolbar to display the drop down menu.

Zll 2atty_traning_to_PDF - Microsoft Word

File | Edit  View Insert Format Tools Table Window Help
0O Mew. Ctrl+N Hal, L~ Arial
= Open... Ctrl+0
[ Save Chrl+5 RO R
Save As. .. —
Page Setup... the docunmu
&k Print... Cirl+P
1 CANCm-ECRY. . \2athy_traning_to_PDF on File in tt

Click on the Print option on the drop down menu to display the
PRINT DIALOG screen.

= 2atty_traning_to_PDF - Microsoft Word

EiT‘ Edit Yiew I[nsert Format Tools Table Window Help
O MNew... Chri+MN ial = Arial
= Cpen... Cirl+0
'[ Save Cil+5 2—.
Save 8. I
Page Setup...
EIEGEER col+p |
LR Tty ':PEE R e ] LS ) =

# Newer versions of the WORD and WordPerfect programs provide more advanced methods of converting documents to PDF via tool bar buttons
with the PDF icon or new FILE menu options that directly “publish to PDF” .
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Click the down arrow on the SELECT PRINTER box to display a drop-
down window with a list of printer choices. (See Figure 3)

Print 2 x|
~Printer -
Marne: S8 VFLNBTALLDOCYHP Color Prinker - Propetties |
Status: 3 WFLMBTALLDOCHR Calar Prinker = : :
- Acrobat Distiller Find Printer... |
R &% Acrobat PDF'Writer
Where: *-r o [~ Prink ko file
Comment: & hp deskjet 950c series I Manual duplex
_ | 5@ HP Laserdet S
(P08 raNge 1 S5 Hp Laser et 6P ~
oAl TIOTEET OF COpIES! 1 ﬁ
" Current page  Selection
" Pages: [ Collate ;
Enter page numbers and/or page ranges
separated by commas. For example, 1,3,5-12 N

STEP 3 Click on Acrobat/PDF Writer to select.

STEP 4 Click the Print button and wait for “SAVE PDF File As” screen to

appear.
i Save PDF File As 2 xIF
Save in:l@ handouts_attamey | & £ EOv

FBho01 _procedure_package_admin
Tho02_mal_rmessage_exarmples
'@h003_atyproc_bk_caseopen_ﬂowchart
'@h004_at\,fproc_bk_caseupload_ﬂowchart
TIn03_procedurs_package_pacer

[

File name: |Eatty_traning_to_F'DF ’ Save I
Save as type: IF'DFfiIes [*.PDF] j Cancel |

Edit Document Infao. | ¥ “iew PDF File

Name the file to be saved (i.e. Smith_0340001)
Confirm “Save as type” has selected PDF Files (*.pdf)
Confirm/change file location as needed

Click on SAVE the file is converted to PDF (Note: If the view PDF file box
at the bottom is selected, the new pdf document will be opened for viewing.)




Section 3: Opening a New Bankruptcy Case

Go to our website, https://ecf-train.flnb.uscourts.gov/

Click on our ECF database and type in your login and password
Click on “bankruptcy” (a list of bankruptcy events will appear)
Click on “open a BK case”

On the first screen, click on each box to add appropriate information (joint petition,
chapter, deficiencies). If you are filing an incomplete petition, one that does not contain all
of the required documents, be sure to check yes for deficiencies. Click “next”.

Open New Bankruptcy Case

Case type Ibk 'l

Date filed 5/27/2003

Chapter I 7 ~ I

Joint Petition In 'l

Deficiencies I nx I

Deficiencies: Select ¥ if any schedules or statements are deficient

T Ext Clear |

The computer will ask you to search for a party. Enter the last/business name of the
debtor and click “search”. Always search for your party first to ensure that he/she is not
already in the system.

Open New Bankruptcy Case

Search for a party
SSIV | TaxId |

Last/Business name I
Search | Clearl

The next screen will tell you if the party is found. If no person is found, click “create new
party”. You will then enter the party’s information. If the party has an alias, click on
“alias” to add. Make sure the county selection is made and a zip code is entered. Once that
is complete, you may review the information you have entered before submitting.

[Party Information
Last name |Blevins First name [William
Middle name | Generation | Tite |
SSN [1TT1-11-1111 | 222111224 TaxID [

Office Address 1 [333 Owing Way
Address 2 Address 3

City [Tallshesses State [FL Fip [32301
County [Leon =] Comntry |
Phone [ Fax|[
E-mail |
ProSe [no =] Role [Debtor (dbipty) =1
Party text |

" . 2.dd all aliases before
_Mims | Review | i batton

Supmit | Cancel | Clear |




Once you are sure all information is complete, click on “submit”.

At the next screen, you will be asked to add a joint debtor if you selected joint debtor on
the first screen. For the party role type, select debtor. If you did not select joint debtor on
the first screen, you will not see this screen.

The next screen will notify you of the divisional office selection for the case based on the
county code provided. After clicking “next”, the screen will ask for statistical information
about the debtor. Be sure to complete each block. All cases in this district are to be
opened as no-asset cases. Click “next”.

Open New Bankruptcy Case

Type of debtor ¥ Indindual [ Corporation I Fartnership I Other
™ Ralroad [T Stockbrolker T Commodity Broleer
Fee status IPaid 'I
Asset notice IND vl
Nature of debt I consumer 'I
Estimated number of creditors |1f1 5 vI
YWoluntary I\/Dluntary Vl
.. — Estimated assets I$U—$50,UDU LI
Dng;l.nlOrlglnal =1
Estimated debts I$EI*$5EI,EIEID ;'
Date split'transfer I
et | Clear I

The computer will then ask for a pdf document which is your petition. Attach the pdf
document (**NOTE: When opening a bankruptcy case, your pdf must contain the
voluntary petition, schedules, statements, and fee disclosure.) Once you have attached the
pdf document, click “next”.

Open New Bankruptcy Case

Select the pdf decument (for example: CA19%cw501-21 pdf).
Filename

| Browse. .. |

IAttachments to Document: & Mo © Yes

Nextl Clear |

You will then be asked for a receipt number. Enter “cc¢” to have the credit card number on
file with the Clerk’s office automatically charged the day following the opening of the
case. If for some reason your card is rejected, you must submit the fee to the Clerk’s
office by the end of the next business day after filing the petition. If you do not pay the

fee, your case will be dismissed. Note: A new module for CM/ECF is being developed so that your
card can be charged automatically at this point instead of the next day.

The docket text screen will ask you if you want to modify the text. If you need to modify
the text in any way, do so, then click “next”.

Docket Text: Modify as Appropriate.
Chapter 7 Voluntary Petition . Receipt Number cc, Fee Amount $200 Filed hy William

Blevins (TIam, Sam)

Nﬂl Clearl




J The next screen is very important! You will see a warning that says: “Attention!!
Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.” Read the text completely (this
is how it will appear on the docket sheet) and if it is correct, click “next”.

Docket Text: Final Text
Chapter 7 Voluntary Petition. Receipt Number ¢c, Fee Amount $200 Filed by William Blevins {lam, Sam)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if ¥ou continue.

M Clear

J The next screen gives you the “Notice of Bankruptcy Case Filing”, which gives you the
new bankruptcy case number. You can print this page for your records. You will notice
that the case number and document number are underlined. Those are hyperlinks to that
case. You may click on those and login into Pacer to view the document or docket sheets.

Motice of Bankmuptey Case Fling

The followng transaction was recewed from lam, Sam entered on 5/27/2003 at 1:56 PM EDT and filed on /2772003
Case Name: William Blevins

Case Number:  03-40013

Document Number: 1

Docket Text:
Chapter 7 Voluntary Petition. Receipt Number ce, Fee Amount $200 Filed by William Bleving (Tam, Sam)

The following document(s) are associated with this transaction

Document description:Mam Docurnent

Original filename: C\Cro-ECF\Train CDipet 7 pdf

Electronic document Stamp:

[STAMP blecttamp [D=1042227419 [Date=3/27/2003] [FleNumber=669-0] [3
lee24d0406eYedabdbazadofal 911 eche 12c000{0dad08 1245156332980 2de 83ad
7e66d02683eed 7d¥Tc0a40fbB6 79 1HH8T299556230a994dd0e 9 77ef]

**NOTE: Once you have filed your petition, don’t forget to upload your creditor matrix
and run the judge/trustee assignment. See Sections 5, 6 & 7of this guide for instructions.




Section 4: Opening a New Adversary Proceeding

Go to our website, https://ecf-train.flnb.uscourts.gov

Click on ECF database and type in your login and password
Click on “Adversary” (a list of adversary events will apear)
Click on “Open AP Case”

On the first screen click on each box to add appropriate information. Click “next”.

Open Adversary Case

Case type m

Date filed 5/27/2003

Complaint IEI

Deficiencies: Select Y if any schedules or statements are deficient ;

You will enter the lead bankruptcy case number. Click “next”. The system will verify the
division and case number. Click “next”.

Open Adversary Case Open Adversary Case

Lead case number [13-40013 (Case 15 asstzned to Tallahassee Division
Association type | Adversary | |based on the lead Bankrptey case 03-40013,

Mext| Clear Mext | Clear
Nes| o MNext| Clar|

The computer will ask you to search for a party. Enter the last/business name of the
plaintiff and click search. If the party is found, choose that party and click “select name
from list”. If the party is not found, click “create new party” and follow the steps for
adding a new party from the opening a bankruptcy case section of this guide. Be sure to
change the “role” on the party information to say plaintiff.

William Blevins SSN:111-11-1111

Party search results Office Advess 1 [ virg iy
Search fﬂr ﬂ]]ﬂﬂy Blewins, 'William Addross [ Address 3 [
SSN T Id City |Tallahessee State ,T Zip 32301
i ’ A Oty

——— Phone ,— Fax ,—

Lt Busess vame s Endl
ProSe ,E' Role | Raintif (placpty) B

Party text [

Seath M Selectname fram list | Create new pary | sy | s | Pesen, | st

Once you have completed the party information, you must add an attorney for the
plaintiff. Click “Attorney” and choose the attorney from the list or add one if the attorney
is not listed. Once you have chosen the attorney, click “add attorney”. Once you have
added the party and attorney information, click “submit”.
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http://www.lamb.uscourts.gov

The computer will again ask for a party. At this point, you can either add another plaintiff
(if there is more than one) or add the defendant. Follow the same steps for searching for a
party as stated above. Be sure to change the “role” on the party information to say
defendant. Then you may add an attorney for the defendant, if known. Once you are
finished, click “submit”.

On the next screen, complete the appropriate information for each box. It is very
important that you select the nature of suit, origin, and party code. Click “next”.

Party codeIBU.S. not a Party j

Nature of suit I 454 {(Recowver Money/Froperty) j
Origin |1 Original Proceeding j
Transfer date I

Rule 23 {class action) In 'I

Jury demand I MNone 'l

Demand ($000) I‘I 0o
MNext | Clear |

The computer will then ask for a pdf document for your complaint. Attach the appropriate
pdf document. You will then select “Yes” for an attachment as this is where you will
provide the clerk’s office with the summons in pdf format for signature and certification.
Click “next”.

Select the pdf document (for example: CA19%cvw501-21 pdf).

Filename

IC:‘-,Cm-ECF‘-,Train_CD‘-,ap_-ﬂ54.pdf Browse... |

Attachments to Document: © Mo & Tes

Memxt | Clear I

Attach the appropriate document for the summons, select “summons” as the type, and
click on “Add to List”. If you have additional attachments, attach and add them to the list.

If not, click “next”. Note: the completed summons will be issued and mailed for service and the server will need to docket a
certificate of service once done.

Select one or more attachments.
1) Enter the pdf document that contans attaciment (for example: C\appendiz pdf).
Filename

CACm-ECRTrain_CD\summans.pcf  Browse.

[2) Select a document type andfor enter a description.

Type Description

| B |Summnns

13) Add the filenarme to the list box below. I you have more attachments, go back to Step 1. When the list of flenames is complete, click on the Next button.

Addto List
Remave from List

Next

11




You will then be asked for a receipt number. Enter “cc¢” to have the credit card number on
file with the Clerk’s office automatically charged the day following the opening of the
case. If for some reason your card is rejected, you must submit the fee to the Clerk’s
office by the end of the next business day after filing the complaint. If you do not pay the

fee, your adversary proceeding will be dismissed. Click “next”. Note: A new module for
CM/ECF is being developed so that your card can be charged automatically at this point instead of the next
day.

For Receipt #, Enter CC for Credit Card or O for Other Payment.

Beceipt # |oc Fee £150

et Clear

The docket text screen will ask you if you want to modify the text. If you need to modify
the text in any way, do so, then click “next”.

The next screen is very important! You will see a warning that says: “Attention!!
Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.” Read the text completely (this
1s how it will appear on the docket sheet) and if it is correct, click “next”.

Docket Text: Final Text

454 (Recover Money/Property): Complaint by William Blevins against Betty Davis. Receipt Number cc,
Fee Amount $150 {Attachments: # (1) Summons) {lam, Sam)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

M Clear

The next screen gives you the “Notice of Electronic Filing”, which contains the new
adversary proceeding number. You can print this page for your records. You may click
on the hyperlinks under the case number and document number to login into Pacer to view
the document or the docket sheet in that case.

Naotice of Electronic Filing

The following transaction was received from lam, Sam entered on 5/27/2003 at 4:00 PI EDT and filed on 5/27/2003
Case Name: Elewins v. Davwis

Case Number: 03-04001

Document Number: 1

Case Name: TWilliam Blevins

Case Number: 03-40013

Document Number: 2

Docket Text:
454 (Recover Money/Property): Complaint by William Blevins against Betty Davis. Receipt Number o, Fee Amount $150 (Tam, Sam)

The following document(s) are associated with this transaction:

Document description: ain Document

Original filename: CACm-ECF\Train CDlap 454 pdf

Electronic document Stamp:

[STAMP blecfStamp ID=1042227419 [Date=5/27/2003] [FleMumber=632-0] [2
4e07a321ebdaBtThede 10402837 c486262de201445ded%e 5701 1560862719970 4751
afZele7lcd3dea¥ddda87of2ee817elch3c1c57cdeadt 1c59dc2ebeas]]
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Section 5: Specifications for a Creditor Matrix

. The name and address of each creditor must be four lines or less. Please do not use all CAPS.

. Each line may contain no more than 40 characters including blanks.

. Names and addresses should be left justified (flush against the left margin, no leading
blanks).

. “Attention/Attn:” lines should be placed on the second line of the name/address.

o City, State and Zip code must be on the last line

. Nine digit Zip codes must be typed with a hyphen separating the two groups of digits.

. All states must be two-letter abbreviations.

. Each creditor must be separated by at least two blank lines.

. Do not include page numbers, headers, footers, etc.

. The creditor matrix must be saved in .txt format.

EXAMPLE:

Sears

P.O. Box 3242

Des Moines, IA 45344

Citibank
P.O. Box 2121
Baltimore, MD 45464

First Family Financial
ATTN: Bob Curtis

3233 North Street
Baton Rouge, LA 70809

13




Section 6: Uploading a Creditor Matrix

After accessing the ECF database, click on “bankruptcy”.
Click on “Creditor Maintenance”.

Click on “Upload a creditor matrix file”

Enter the case number and click “next”.

Creditor Processing - Upload a File Method

Case Number

[03-40013 99_12345, 1:99- bk 12345 or 1-99_bk 12345

et I Clear I

The computer will then ask for the name of the file. The matrix must be in “.txt” format.

Load Creditor Information

Case number 03-40013

Enter name of file and click on Next r— - -
Example: l::\\l:redimr.sm|C.\Cm—ECF‘“‘Tra|n_CD‘-,cred|t0rs.t>-d Browse... |

M Clear |

To put your matrix in .txt format, follow these general directions:

- Click on the FILE button in Wordperfect or Microsoft Word toolbar to display the drop
down menu.

- Click the SAVE AS in the drop down list.

- In Wordperfect, open the file containing the matrix. Click the drop down menu arrow in
the FILE TYPE box. Select the file type of either ALL FILES or ASCII DOS TEXT.
- In Microsoft Word, click on the drop down box arrow in the SAVE AS TYPE box.
Select the file type of TEXT FILES (*.txt).

- Enter the file name in the FILE NAME box. The .txt extension will be appended.

- Click the SAVE button.

Once the file has been attached, click “next”. On the next screen, the total number of
creditors entered will appear. If that number is correct, click “submit”. If the number is
incorrect, click the browser’s back button and find the error.

Add Creditor(s) Creditors Receipt
Total Creditors Entered 5 |C Mumb ‘03 40013
ase Mumber -
|Total Creditors Added to Database ‘8

Sulbmit I |

The next screen will display the creditor receipt. This confirms the number of creditors
added to the case.

14




Section 7: Judge/Trustee/341 Assignment

The Judge, the Trustee and 341 Assign(ment) is a one button selection
from the Bankruptcy menu.

This selection is the last item on the Bankruptcy menu.

Clicking on this menu selection anytime (no later than 11:59:59pm
on the same day as the filing) will result in the actual random
assignment of the judge, the trustee (from the existing 341 meeting
calendar) and setting of the 341 Meeting for your case.

After clicking on this menu item and once the process is completed, you
will be presented with a screen that confirms the selection and displays
the docket information for the 341 Meeting Date, Time and Location as
well as the Judge and Trustee information.

Print this page for your files, but remember you will be receiving the 341
Meeting Notice by mail in a few days.

15




Section 8: Filing a Motion

Go to our website, https://ecf-train.flnb.uscourts.gov

Click on the ECF database and type in your login and password
Click on “bankruptcy” or “adversary”

When you file a motion, regardless of the type, most of the screens
will be the same. The following is an example of a motion for
relief from stay.

First you click “Motions/Applications”

Bankruptcy Events

Answer/Response.
Appeal

Claim Actions
Motions/Applications
MNotices

Open BE Case

Open Involuntary Case
Other

Plan

The computer will ask for the case number. Enter the number and
click “next”.

On the next screen, you will choose the relief sought. Click on the

choice of relief and click “next”. Note: If you have a multiple part motion, you must

click the first part of the relief sought, hold your control key down, and scroll to the next relief sought. If
you do not hold the control key down the entire time, one of the “reliefs” will not appear in the docket text.

03-40013 "Willizrn Blewins

Feinstate Case -1
Felief from Co-Debtor Sta;

Falief from Stan

Felief from Stay WITH CONSENT

Femand

Remowe Debtor as Debtor in Fossession —1
Reopen Case

Sanctions hd|

Nex‘(l Clear |

The next screen will ask if this is a joint filing with other attorneys.
If it 1s, check the box that says “joint filing with other attorneys”.
Then click “next”.

The computer will then ask for the party that you are filing on

16




behalf of. If the party is there, then select the party and click
“next”. If the party is not there, click “Add/Create New Party”
and follow the instructions as indicated in the opening a bankruptcy
case section of this guide.

Select the Party:

Blevins, William [Dehtar] AddiCreate New Patty
Edwards, Charles F. U3 Trustee

Gator Feal Estate, [Creditor

M Clear |

J You will then be notified that an association does not exist for you with this
party in this case. You must check this box for the association to be created
and for electronic noticing to be established.

®  You will then be asked for the pdf document associated with the motion.
Enter the pdf, then click “next”.

2elect the pdf document (for example: CAM99cwd01-21 pdi).
Filename

|C:\Cm-ECF\th_rfs.pdf Browse... |

Attachments to Document; & No © Ves

. You will then be alerted that there is a fee for this motion and be asked for a
receipt number. Enter “cc” to have the credit card number on file with the
Clerk’s office automatically charged the day following the opening of the
case. If for some reason your card is rejected, you must submit the fee to the
Clerk’s office by the end of the next business day after filing the motion. If

you do not pay the fee, your pleading will be stricken. Click “next”. Note: A
new module for CM/ECF is being developed so that your card can be charged automatically at this point
instead of the next day.

or Receipt #, Enter CC for Credit Card or O for Other Payment.

eceipt #: ICC Fee: §75

Nex‘(l Clear |
17




The next screen will allow you to modify the text, if necessary.
Once you have completed the text, click “next”.

Docket Text: Modify as Appropriate.

~| Motion for Relief from Stay [Residence - 333 Owing Way, Receipt Number cc, Fee Amount $75, filed hy

Sam Tam on hehalf of Gator Real Estate . (Iam, Sam)

M Clear

The next screen is very important! You will see a warning that
says: “Attention!! Submitting this screen commits this
transaction. You will have no further opportunity to modify
this submission if you continue.” Read the text completely (this is
how it will appear on the docket sheet) and if it is correct, click
“next”.

Docket Text: Final Text
Motion for Relief from Stay Residence - 333 Owing Way. Receipt Number ¢¢, Fee Amount $75, filed by
Sam lam on behalf of Gator Real Estate. {lam, Sam)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if ¥ou continue.

et Clear

The final screen gives the “Notice of Electronic Filing”, which
gives you the document number, and a hyperlink to the docket
sheet. It also lists who will receive notice of the filing of the
document and by which means the notice will be sent.

Motice of Electronic Filing

The following transaction was receved from lam, Sam entered on 52972003 at 11:06 AW EDT and filed on 5252003
Case Name: Williatn Bleving

Case Number: 03-40013

Document Number: 4

Daocket Text:
Motion for Relief from Stay Residence - 333 Owing Way. Receipt Mumber cc, Fee Amount §75, filed by Sam Tam on behalf of Gator Real Estate. (Tam, Sam)

The followang document(s) are assoctated with this transaction:

Document description:1ain Document

Original filename: C\Cm-ECFlmot tfs pdf

Electronic document Stamp:

[STAMP bkectStamp [D=1042227419 [Date=5/2%/2003] [FileNumber=691-0] [
al16440fd76c2218a6396011 286250870502 198bE15d256e 3cbaallsacd S 169591E
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Section 9: SUBMITTING ORDERS*
e All orders are to be submitted electronically via e-mail to the following addresses:

Cases in the Tallahassee Office (Tallahassee, Gainesville, and Panama
City Divisions):

TLH_Orders@flnb.uscourts.gov

Cases in the Pensacola Office (Pensacola Division and those assigned to
Judges Mahoney and Shulman):

PNS_Orders@ flnb.uscourts.gov
e Order related e-mails must conform to the following specifications:

a. The subject line must include the full case number and the last name of
the debtor and/or plaintiff.

b. The Order must be in word processing format and be an attachment to
the e-mail.

c. an Order Submission Form is also required and must be submitted as an
attachment to the e-mail. Language noting the consent and/or approval of
parties must be stated on this form at the time of submission.

e Unless directed otherwise, the moving party shall submit the Order to the court by e-mail.
e All signatures, including those of unregistered users, are to be indicated by putting /s/ Jane

Doe where the original signature occurs. In accordance with Paragraph I1.C.3.a., any

original signatures obtained for consent purposes are to be kept on file by the party
submitting the Order.

*These procedures are in the initial stage and are subject to change. You will be notified ASAP
of any changes as they occur.
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Section 10: Filing a Proof of Claim

Go to our website,

https://ecf-train.flnb.uscourts.gov

Click on ECF datatbase and type in your login and password
Click on “bankruptcy” (a list of bankruptcy events will appear)
Click on “File Claims”

On the first screen, you will be asked for the case number and name of the creditor. You
must enter a case number, but you do not have to enter the creditor name if you want all of
the creditors in a case to appear. For type of creditor, choose the default of creditor. (If
you choose another type of creditor, nothing will appear) Click “next”.

Search for Creditor

Case INMumber IDS—4DD1 3

MNatne of creditorl

Type of creditor I Creditor LI

[MI=F I Clear I

On the next screen, you will see a box that contains all of the creditors that have been
added to that case. (Click on the down arrow to view all creditors) Click on the creditor

for which you are filing this claim and click “next”. NOTE: You are not allowed to add creditors here. If
your creditor is not found on the drop down menu, you must first file a Notice of Appearance and Request for Notice. The
Court will then add your creditor to the matrix, so that you may file a proof of claim.

Caze 03-40013: William Blewins
IEB?—Gator Real Estate Gaineswille, FL j

271 - Mathan & Mathan, FC- Afty For Sears, Roebuck & Company F O Box 1715 Birmingharm, AL 35201-1715
272 - Sears, Roebuck & Company - 7023 Albert Pick Road Greenshoro, NC 27409-9500

273 - Sears. Roebuck and Co. - PO Box 3671 Des Maines. 14 B0322

275 - Small Business Administration - For Notice Only 801 Tom kdartin Drive Suite 120 Birmingham, AL 35211
274 - Small Business Administration - P O Box 740192 Atlanta. GA 30374-0192

276 - State Of Florida/Depantment Of Rewvenue - Legal Division F O Box 320001 Montgomery, AL 36133

277 - Susan F.Wilson - Sears, Roebuck & Company PO Box 2532 Mohile, AL 36652-2532

278 -Yeteran's Administration - 117 West Hardaway Avenue Union Springs. AL 36083

The next screen will ask you to enter the information that is found on the claim. Once
you are finished, click “next”.
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287 - Gator Real Estate
Gainesville, FL

Clase Mumber: 03-40013 Claim Ho: miﬂm * Duplicates Claim# [ l%
Last Date To File | Last Date To File(Gowt) | Date Filed: II]E,IEEU’ZEIDE | Late: IND j ‘ Status: I j
Amount Claimed
Tnzecured Secured Priotity Tnkenowm, Total (Display Only)
[ — — T
Amount Allowed
Tnzecured Secured Priority Unlknown Total (Display Only)
li
|Dascriphon. ||333 Ching Lane
|Remar1-cs: ||Residence
M Clear |

You will then be asked to choose the pdf document associated with this claim. Attach the
appropriate pdf file and click “next”. If there are attachments or exhibits to be added with the
claim, check “Yes” and add those files to the entry before clicking on the “next” button.

Case 03-40013
Select the pdf document (for example: CA19%cv301-21 pdf).
Filename

|C:\Cm—E CRyTrain_CDhclaim.pdf Browse... |

Attachments to Document: & Mo © Yes

The next screen gives you the “Notice of Electronic Claims Filing”, which gives you the claim
number. You can print this page for your records. This will be the only proof of filing that you
will have. You will notice that the case number and claim number are underlined. Those are
hyperlinks to that case. You may click on those and login into Pacer to view the claim or docket
sheets.

Motice of Electronic Claims Filing

The following transaction was received from Blewins, Willam on 5292003 at 340 P EDT

Case Name: SWilhatm Blewins
Case Number: 0340013

. Gator Eeal Estate
Creditor Name: Gainssville, FL
Claim Number: 1

Total Amount Claimed: ilDUUDD. a0
The following document(s) are associated with thiz transaction:

Document description:I{am Document

COriginal filename: C\Cm-ECF\Tram CDelawm pdf

[Electronic document Stamp:

[STANP bkectStamp [D=1042227419 [Date=5/22/2003] [FileMNumber=5694-0] [3
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1. Query

Section 11: Query/Reports

Log onto the system, click “query”, key in PACER log-in and password if
needed.

Key in case number, name, or other applicable search information

Click “run query”

If more than one case appears, select the case you are interested in
researching.

Query

Search Clues

Case Mumber [0340013 | (Example: 99-80013)

Last Mame l— (Examples: Desoto, Des™)

First Mame I— hliddle Mame I—
I 7 Tax ID 7
e =

Fun Cluery I Clear I

On the next screen, you will be presented with a list of different types of
information for the case selected. Click on an item you are interested in
seeing.

[uery
Ahas Status
Azsoniated Cases Trustee
Attorney

Case File T.ocation

Case Summary

Creditor

Deadine/Zchedule

Docket Feport ...

Filers

Historw D ocuments

IMotice of Bankriptcy Case Filins
Partw

Felated Transactions

2. Reports

Log onto the system, click “reports”

On the next screen, you will be presented with a list of the different types of
available reports. Click on a report you are interested in seeing, enter your

search criteria, then click “run report”.

Reports

Cases

Claims Eegmster

Docket Eeport
Zalendar Events

Crediter MMailing Matres
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Section 12: Utilities

Log onto the system, click “utilities”

On the next screen, you will be presented with a list of utility features you
can use to maintain and review your use of the system. To use an item,
click on the one you are interested in utilizing.

Your Account Miscellaneous
Mantamn Your ECF Account Malines. .
Wiew Tour Transaction Log Venfy a Document
Your PACEE Account. ..

Maintain Your ECF Account: this is where you can update address

information, e-mail preferences, or update your system password. Note: if
changing your mailing address, please file an official address change with the court for docketing
purposes. Once you submit a change using this utility, the change will be made in all of your cases.

Maintain User Account
Last name ||am First name |Sam

Middle name l— Generaﬁunl_
TitlelA#1 Attarney Type aty
Dfﬁce|1 23 My Way
Address 1|
Address 2|
Address 3|

City [Tallshassee State [FL Tip [32312
Country | County I 'l

Phone |550-555-5555 Fax [550-555-5556
ssN[ Taxd|
BarId 123 Bar status Active Mail group
Initials 3410 DOB AD code Person end date
Email infarmation... | haore user informatian... |

Subrmit | Clear |
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View Your Transaction Log: this is where you can verify your activity on the
system based on the dates you enter.

VView Transaction Log

[Enter the Date Selection Crtenia for the Transaction Log Eepott

otart Date: IE,-"UEEIEIS End Date: IEIE,-“ZEI,-"EDEIS

Subrmit | Clearl

Transaction Log
Report Period: 05/01/2003 - 05/29/2003

| Id ‘ Date ‘ Case Number | Text

|1965 ‘ 050872003 14:24:26 ‘3-03-131{-30011 |Motion to Distiss Case filed by Sam Tam on behalf of Toe's Auto Body. (Tam, Sam)

[1367 | 05082003 144407 [Updated person record: Sam Lam Prid: 73

|1968 ‘ 05/08/2003 144541 ‘3-03-1::1{-30011 |SecondMoﬁon to Distniss Case filed by Sam Tam on behalf of Joe's Auto Body. (Tam, Sam)

[1973 | 0s/08/2003 145521 | [Updated pesson record: Sam Lam Prid: 73

[1573 | 0ai08r2003 143522 | [Updated user record: wattotney 73

[450 | 03/27/2003 135624 [03-40013 |Cpened Mew BE Case 03-40013

[493 | 05/27/2003 160027 03-4001 |Cpened Mew AP Case 03-4001

[2500 | 05/27/2003 165534 03-40013 linsert & creditors loaded

253 05/29/2003 104354 4-03-bke-40013 IE\T’;::: afai{)pszjrr;nce and Request for Motice by Sam lam filed by Sam Iam on behalf of Gator Real
Motion for Relief from Stay <I=Residence - 333 Owing Way=/T>. Receipt Murmber cc, Fee Amount

[ 03/23/2003 110614 3-03-bl40013 £73, filed by Sam Jam on geha]fof Gator Beal Estar:.n(gIam, 3éam) ’ ’

Total Humber of Transactions: 10

Your PACER Account: this is where you can update, review, and manage
your use of PACER while on the system.

Your PACER Account

CHWUECE Login

Chanee ¥ our Clent Code

Chanee ¥Your PACEE. Account
Eewiew Biling History

View PACEE. Account Information
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Section 13
United States Bankruptcy Court
Northern District of Florida
CM/ECF HELP DESK

TALLAHASSEE. GAINESVILLE AND PANAMA CITY DIVISIONS*
For CM/ECF help with cases and pleadings to be filed in the Tallahassee,
Gainesville and Panama City Division cases call:

Lisa Davis: 1-888-765-1752

PENSACOLA DIVISION*
For CM/ECF help with cases and pleadings to be filed in Pensacola Division cases call:
Lani Bond: 1-888-765-1751

For additional assistance or questions, please contact us at the following Help Desk e-mail address:
CMECEF _helpdesk@fInb.uscourts.gov

Web Sites that you may find helpful:

Florida Northern Bankruptcy Court:

Home Page: https://www.flnb.uscourts.gov

Login for Training: https://ect-train.flnb.uscourts.gov
Pacer Service Center: https://pacer.psc.uscourts.gov
Federal Courts Site: https://www.uscourts.gov

If requesting help on a particular case,
contact the case administrator assigned to that case.
Tallahassee, Gainesville & Panama City Divisions, call (850) 942-8933
Pensacola Division, call (850) 435-8475

*Counties covered by each division are as follows:

TALLAHASSEE GAINESVILLE PANAMA CITY PENSACOLA
Franklin County Alachua County Bay County Escambia County
Gadsden County Dixie County Calhoun County Okaloosa County
Jefferson County Gilchrist County Gulf County Santa Rosa County
Leon County Lafayette County Holmes County Walton County
Liberty County Jackson County

Madison County

Taylor County
Wakulla County
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14: Glossary of Terms

Acrobat/PDF Writer

Application used to create and view "pdf' documents; similar to a printer, but instead of
printing to a piece of paper, it “prints” to a file that is named and saved.

Automatic E-mail Notification

A CM-ECEF feature that permits attorney users to receive notification of the filing of a case
or document via e-mail.

BNC (Bankruptcy Noticing Center) and EBN (Electronic Bankruptcy Noticing)
The BNC is the entity authorized to provide centralized noticing for all bankruptcy courts.
If requested, the BNC can work with parties so that they receive BNC notices either by
mail, fax, or e-mail (PDF format) via the electronic bankruptcy noticing (EBN) feature. For

more information see:

http://www.ebnuscourts.com/
Browse

A Windows operation of navigating through directories to select a specific file.
Browser
A browser is a software program which provides a user-friendly interface allowing a user
to access information and services available on the Internet. The browser programs
interpret Hypertext Markup Language (HTML) documents delivered from WEB servers.
Netscape Navigator and Internet Explorer are the two most popular WEB browsers.
Category
In CM-ECF, a category is a classification of similar document types.
Check Box
Check boxes are designed so that you can chose items from a list by clicking on the
boxes that are to be selected. Once selected, the box will contain either a check mark or
an “x”.

CM-ECF

Case Management/Electronic Case Filing is the new application that is revolutionizing the
way we do business, completely replacing the current NIBS system with "next generation”
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case management capabilities. With CM-ECF, attorneys can open cases and file
documents as well as pay fees electronically via the Internet. Default

A Default is a common suggested value displayed by CM-ECF on a screen. If correct,
you may accept it; if incorrect, you can type over it.

Document Type

In CM-ECF, we use the tern Document Type to describe a specific CM-ECF filing or
event within a case which behaves uniquely from other document types.

Drop (Up or Down) Box

A form field with specific types of information listed in a text box. The are used throughout
CM/ECF when making selections. When you see the selection you want to make, do a
left mouse click to highlight it. On Motions when you need to select two parts, hold your
control "CTRL" key down when making the second (third, etc.)selection.

EBN (Electronic Bankruptcy Noticing) - see BNC
Hypertext Link

A hypertext link is a web page location imbedded in a html (hypertext markup language)
document. It permits the user to move from one area (or topic) to another in a Web based
program.

NIBS (National Integrated Bankruptcy System)

One of the two automated case management systems developed for use by the
bankruptcy courts. NIBS, along with the other program BANCAP, were designed using
old technology

Notice of Electronic Filing

An important feature of CM-ECF is a Notice of Electronic Filing. This is an electronic
document produced by CM-ECF which certifies each filing with the U.S. Bankruptcy
Court. Review the parties section at the bottom of the notice to see who received
electronic notice and who will need notice via regular mail

PACER/WEB PACER

Public Access to Court Electronic Records (PACER) is an electronic public access
service that allows users to obtain case and docket information from Federal Appellate,
District and Bankruptcy courts, and from the U.S. Party/Case Index. Currently most courts
are available on the Internet. Electronic access is available for most courts by registering
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with the PACER Service Center, the judiciary's centralized registration, billing, and
technical support center. (http://pacer.psc.uscourts.gov/register.html)

PDF Document
A "Portable Document Formatted" document is a type of imaged document created by the
PDF writer. It can be viewed from a Web Site. To be filed in CM-ECF, all documents must
be in"pdf" format

Primary Attachment

The pleading document being filed electronically. All CM-ECF filings will have a
document in PDF format as a primary attachment.

Radio Button

Radio buttons are designed so that you can chose one item from a list. Select or click to
make selection.

Secondary Attachment
An additional supporting document filed electronically with a pleading. All documents
filed in CM-ECF will have a PDF file as a primary attachment. Most docket entries will
NOT have secondary attachments. An scanned exhibit might be a secondary attachment
to a pleading.

URL

URL is short for Universal Resource Locator. URL’s are the naming scheme used to find
web pages. A URL is like a street address.
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